Approve(j‘F:)r Release 2001/08/31 : CIA-RDP78-04#18A000200180048-0

GONFADERTIAL
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MENUFES (F DEPUTY DIRECTOR (SUPPORT)
STAFF WEETING
23 Jemuary 1957

1. Colosel White amumcunced that Mw. Housten had susccesafully cone
cluded the very comple: negotistions regordivg Project NN e effected
a satiefactory close out of thet projoct on cur books.

2. The Director has ssked for & presentation to justify our personnal
strength ¢o o Congressional Comittee, The pressubetion should take about,
thivty minmtes to give crally. 1t is rerquested that eech Office and Staff
Head subsdi o the Deputy Director {Support) by Monday, 28 Jenuary, a Justi-
Pieaticn for the people requived for the operation of theis ragpechive
officas. This will not extend teo g1l of the employees bearing the ceffice
capeer service designstien who are assigned to other elewents of the Agency.
There 18 no 1limit to the length of the Office ani Steff presentations, but
thay shonld covercd with a eac-psge briel summary. Thess submissions
2111 be reviewsd end reduced and will comstitute ths besis for & cengoli-
Asted Support presentation,

3, When employees are exsused early becsuse of bad weather, a oksle-
ten forcs ghonld bs maimtained. The excusing of persoansl does noh imply
thet the office is closed, and nscespary work musb g0 on as ususl.

25X1A2d1

ls. There hae been & great improvement in the preparation of corres-

pondence to Congresaiona Comalittans, other Govermment agencies and outside
ations, but there is still room for greoter imwprovement. IZach Office

Hend should meke suye that the secretaries are fardliar with the proper
Tornst, including wargins, spocing, salutations, complimentary closings,
sdidresses, zyl the distvivtion o« coples. Before baing Poswarded Lo the
Neputy Divecter (Support) they should be previcyed carcfully to see that
they ave nmeat and that spelling is correct., Replies to inquiries received
Zrom outaids the Agency should be prepered es promptly as poesibla.

5. Colomel White ammomnced thet there will be & Wor Plennera® Cone
Forense Prem 28 Junuary through 8 February in Room 1037 PK® Building.

vho 18 now in town, will bo dnvited bo the mext oo 02

will errangs for 3o 25X1A9%a
Ting following the Luncheon Mesting. 25X1A9a
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7. Mr. Baird presented a brief talk an the JOT Program as a dxw
ren for o subeequsn} precentation at one of the Teputies Mostinge. Te
sxplained how the progran started in 1951, and summarized the methods for
implementation, selection, training and plecemomt of JOTa. Colomel White
requestad thet hie presentation for the Deputies Mesting contain a sig-
#ismtical snalysis of the mumber of perzammel processed through the JUT Fro-
gram sgince its ineephion.

25X1A9a
8. talk o¢n the Headqusrbers emergency commniiion-
tione system, plammsd for this meeting, was deferved to a subsequent neating.

9. The meating adjourned at 1205 hours.,
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